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Logging In

@ your service

Logging In

Logging In - NCID

* NC E-Procurement will be using the North Carolina Identity
Management Service (NCID) to authenticate users.

* You will need an NCID User ID and password to log into NC E-
Procurement.

* Users will use the standard NCID password reset process.

* If you have issues with your NCID User ID and Password, please
reach out to your Entity's Delegated Administrator (DA). For
example, if you cannot remember your password and are unable
to reset it, contact your DA.

* If you have issues with your NC E-Procurement account, please
contact your Entity's Security Administrator or the NC E-
Procurement Help Desk. For example, if you have issues with
information on your E-Procurement profile contact your Security
Administrator or the Help Desk.
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Searches — What’s New

* New Search Fields have been added.
* Global searching — users with the proper Role can now search any
eRequisition in the system across all entities.

— Facilitates better State purchasing by providing access to key
information.

— e.g., What prices have other entities received from Vendor X?
¢ Saved Searches can be added as Dashboard Portlets.
* Labels have replaced Folders.
— Searches are more powerful than Labels.
— Use searches to find changing information, such as “eRequisitions for
3rd Quarter” or “Orders for Vendor X”.
— Use Labels for non searchable criteria, like “2012 Hurricane Season
Preparations”.
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Reports — What’s New

* New Reports have been added. E.g., Requisition Detail, Overdue
Orders and Requisition Average Cycle Time Analysis

* Global searching — users with certain Roles can now report on any
approvable in the system across all entities.

— Facilitates better State purchasing by providing access to key
information.

— e.g., What prices have other entities received from Vendor X?

e “Live” reports vs. “Historical” reports.

— Live Reports include data from the live system, limited to the last 60
to 90 days. Live Reports can show you data from “today”.

— Historical Reports do not pull from the live system but provide a
snapshot of the data updated on a periodic basis. Currently set to
pull back 2 years worth of data. Historical Reports show only data
from “yesterday” or “last week”.
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Summarizes a group of requisitions, showing both header and line item information. Data returned will
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Summarizes a group of req
be up to 2 years from today

Requisitions to be Approved
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© Requisition Summary (Historical)
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Summarizes a group of requisitions, showing both header and line item information. Data returned will
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= I
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Requisition Detail (Historical)

Summarizes a group of requisitions, showing both header and line item information. Data returned will
be up to 2 years from today's date.
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Requisitions — What’s New

¢ The number of steps in creating an eRequisition has been
reduced.

¢ Catalog searching has been improved.
— Keyword searches
— Fuzzy logic
— Compare items
¢ Commodity Code searching has been enhanced.
¢ New pop-up value selectors simplify choosing field values.
¢ Comment and Attachment management has been upgraded.
¢ History Tab reflects the full history of the eRequisition.

Home | Logout
elcoms Aribs Syztem

Manage  Recent

T Conigure Tabs &) Refresh Content

eRequisition

Title Required Action

Denying a
Requisition - Approve
All Users

eRequisition

UserMaintenance

AddressMaintenance Receiving 2

A
Line tem  S22°%€

Denying a
Submitted Requisition - Approve

Receive 20000655 3/3/2012
Administrator

Requestor

Reports

[

N yEp— VENT Home | Logout
NCerprocurement A 518 A

your service Home elcoms Aribs Syztem

Create  Search  Manage  Recent

i
s
[ =Reuton 1

c

J create

eRequisition

T Coigure Tabs &) Refresh Content

Title Required Action

Denying a
Requisition - Approve
All Users

UserMaintenance
AddressMaintenance Receiving 2
Line Item

Approve

Denying 3

NCas
% Roz0000sss somiz (O submited Requisiion - Asprove

Receive

Administrator

fiow List .. (20)
Reports View List ...
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Create  Search

UserMaintenance.

eRequisition

J create

i |

——
e famtenance

AddressMaintenance

Receive

Home | Logout

BT cortiwe et )

Title Required Action

Denying a
Requisition -
All Users

Aoprove

Receiving a
Line Item

Approve

Denyin

Requisition - Approve

Administrator

Reports

[Emrm] ==

Show Al ..
‘Supplier Part #1

Language

English (33227) Contract 10

Favorites ‘Commodity Coda

RQ20000800: Untitled Requisition I 1tems: 0 Total: $0.00000 UsD
R Air . (268)
o Add itams to your requisition from the catalog or from your favoritas groups. You can also enter details fornon- ... %
(267)
kasson ... (7470) Cataloq Home Erovas By Categories | Sugpliers
UNISOURCE IHC (1 Creste Non-Catalog Ttem

(Search) Ostions

- Racent Choicas -+

12)

AcRICULTURAL
CHEMICALS (1524
AGRICULTURAL EQUIPMENT AND
SUPPLIES (1447)
CHEMICALS (377)

APPLIANCES, ELECTRICAL,
(10354)
APPLIANCES (3250)
ELECTRICAL EQUIPMENT (7114)
BUILDING MATERIALS,
MAINTENANCE (3573
BUILDING MATERIALS (3274)

Ta (
740-001 REFRIGERATION EQUIPMENT AND
ACCESSORIES (1)

LABORATORY EQUIPHENT AND SUPPLIES (5)
MEDICAL EQUIPMENT AND SUPPLIES (7554)

OFFICE EQUIPMENT &
SUPPLIES/PAPER/PRINTING (32:3

‘OFFLCE EQUIPMENT AND SUPPLIES (2958)
PAPER AND PARER PRODUCTS/PLASTICS (6
PROMOTIONAL AND AWARD ITEMS
PRINTING, PUBLICATIONS, EQUIPMENT AND
SUPpLIES (38)

05-00: FUEL, OIL, GREASE AND
LOBRICANTS (1)

POLICE & SAFETY EQUIPMENT (255)
POLICE EQUIPMENT (163)
SAFETY EQUIPMENT (134)

SERVICES (CONTRACTUAL &
‘CONSULTANT) (:557)
'910-00: BUILDING MAINTENANCE AND REPAIR
SERVICES (2)
516-00: CONSULTING SERVICES ()
520-00: DATA PROCESSING, COMPUTER, AND

Q20000800 Untitied Requisition

404 Aot 1o your reauiatien tram the cataleg o trom rour

() @B

Tou can s anter Satai tor nen .

D tremmas 0 Totah 3 00000 LSO

s By Cotegeries | Suisbacs

/ MADICAL A LA LQUIPHINT & SUPPLILS

'AGRICULTURAL EQUIPMENT AND
SUPPLIES (1447)
CHEMICALS (377)
APPLIANCES, ELECTRICAL,
‘cLocKs (10354)
‘APPLIANCES (3280)
ELECTRICAL EQUIPMENT (7114)

BUILDING MATERIALS,
MAINTENANCE (3573
BUILDING MATERIALS (3274)

g
i

CLOTHING & TEXTILE ITEMS (:365)
‘CARPET AND FLOOR MAINTENANCE AND
MACHINES (1253)

CLOTHING AND APPAREL (60)
WINDOW COVERINGS, UPHOLSTERY (11)

FOOD & RELATED ITEMS
165-00 ERIA AND KITCHEN
EQUIPMENT, COMMERCIAL (1)

40-00; REFRIGERATION EQUIPMENT AND.
ACCESSORIES (1)

MEDICAL & LAB EQUIPMENT & SUPPLIES (76:2)
LABORATORY EQUIPMENT AND SUPPLIES (38)
MEDICAL EQUIPMENT AND SUPPLIES (7554)

ot PMENT

POLICE EQUIPMENT (163)
SAFETY EQUIPMENT (134)

'SERVICES (CONTRACTUL
‘CONSULTANT) (1557)
910-00: BUILDING MAINTENANCE AND REPAIR
SERVICES (&)
918-00: CONSULTING SERVICES (5)
920-00: DATA PROCESSING, COMPUTER, AND

ALe




Q20000800 Untitied Requisition

D Thomma ¢ Totah 3000000 vso  (Bmemery) (D

ortas grouen Vou

Cataleg ¥

Suppliar Part

Contract 1Dt

Qstions

Commodity Code:

Brovse By: Categories | Supsliers

[Craste Non-Catalog Item

‘Supplier RQ20000800: Untitled Requisition NIV 1tems: 0 Total: $0.00000 usD  [Summary]
‘GODWI MEC ING (24) e S . e o
cees] [ g oo Brovae By Categories | Suppliers
unsql | SupP o (Saarch) stions. Create flon-Catalog frem
25| crarcon air.. t2se)
21| coowin wes co e (24
Englisf | TKON OFFICE ... (267)
ovord] | Mckesson .. (7470)
“red | UMISOURCE ING (101)
Show All ... L
Fa—
English (33227)
Faverites
- Recent Choices -
Ao A i WAALS 59
W CLOTHING & TEXTILE [TEMS ) POLICE & SAFETY EQUIPMENT (253)
AR onatsss e
CLOTHING AND APPAREL Q!
e i
DR (A 920-00: DATA PROCESSING, COMPUTER, AND
\NCL s
Nk

Refine your results
Keyword
model (522)
canon (£43)
imagistics (534)
imagerunner (634)
Show all

Supplier
£.W.Wikon Paper Co. (5)
DOVE DATA PRODUCTS, ... (5)
IKON OFFICE ... (259)
LEXMARK .. (521)

XEROX CORPORATION (171)
Show Al .

Manufacturer
Hevlett-packard (225)
Hekooss Coated (4)

Printer Essantisls (4)
Texas tnstruments (24)
Toshiba (128)

Show Al ..
$1.00 - $10.00 USD (367

$10.00 - $100.00 USD (1080)
£100.00 - $1,000.00 ... (1315)
$1,000.00 - $10,000 ... (219)

Favarites

- Recent Choicss - +

RQ20000800: Untitled Requis

Add itams to your

auisition fro

Cataloq Home
(OFFICE EQUIPMENT & SUPPLIES)

Supplier Part #1
Contract 1D: y.
Commodity Codet
Your search path: All Carsqeries s > AND SUPPLIES
COMPUTER ACCESSORIES AND SUPPLIES (555) 645-00: PAPER (FOR OFFICE AND
BRINT SHOP USE] (112
543211 Bond Paper (Including
— Recyeled) (108)
7-79: Recycled Computer Accessories and 645-30: Carbonless Paper

Supplies (45)

500-00: OFFICE MACHINES, EQUIPMENT, AND
500-17: Calculators, Electronic, Display Type, fon-
e Crovemmeble GO

500-15: Calculators, Elactronic, Dizplay Type,
arammable (14

0-38: Copy Machines, Bond (Plain) Paper Type
Including Parks and Accassories (1273)

Can'tfind what you are looking for? Create  non-catalag itern.

Carbonless Paper
(Chamical Transfar) (including
Retyeled) (4)

(o) 8
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Refine your results

Keyword
model (922)
canon (543)

oce (525)
imagistics (524
imagerunner (534)

Show All ..

P — ]|

Supplier

B.W.Wilson Paper Co. (8]
DOVE DATA PRODUCTS,
IKON OFFICE ... (258)
LEXMARK ... (521)
XEROX CORPORATION (171)
Showall ..

Manufacturer
Havlstt-pacieard (228)
Nekooss Costed (4]
Printer Essentials (4)
Texas Instruments (24)
Toshibs (128)
Shaw All ...
Price
$1.00 - $10.00 USD (357)
$10.00 - $100.00 USD (1080) | [were
$100.00 - $1,000.00 ... (1315)
£1,000.00 - $10,000 ... (219)
¢ [rov are lonong to Cromte & s cataies swm
$10,000.00 - ... (8)

Show Al ..

Favorites

- Recent Choices - v

FURNITURE (OFFICE, EDUCATIONAL AND SOFTWARE SERVICES (8]
HEALTH CARE) (1750)
220-00: FURNITURE: CAFETERIA, CHAPEL,
DORMITORY, HOUSEHOLD, LIBRARY,
LOUNGE, SCHOOL (511)
425-00: FURNITURE: OFFICE (1178)

More ...

TECHNOLOGY ITEMS (2023)
AUDIO-VISUAL AND PHOTOGRAPHIE @
EQUIPMENT (2)

COMPUTERS AND RELATED ITEMS (2027)

HICHWAY CONSTRUETION EQUIPMENT,

GROUNDS (3:01)

HIGHWAY CONSTRUCTION EQUIPMENT
AND SUPPLIES (3101

TRANSPORTATION (VEHICLES & SUPPLIES
INCLUDING MARINE) (456)
TRANSPORTATION, VEHICLES AND

SUPPLIES [435)
MACHINES, TOOLS, MATERIAL ———————————
HANDLING

47) Juncateqorized rtems (11) '
MACHINES AND TOOLS (47) o 241 Government (Punchact Catalog) = |
1 0as o St Faas Tosemabonal

| ® Sti1 Academic (Punchout Catalog) - 208K 1
Micromoft =t Softvare House nternationsi

I s 12 (Punchout Cataiog)...z0sa st 12w - |
MICROCOMPUTERS (204A)

e e

POLICE & SAFLTY QuIPHENT

900 & SUATED (1S

Your search path

# supplier Punchout Catalog Resources
* Hewlett Packard - 208 A, 3 (1)

~ En Pointe Technologies, Inc. -
Test (1)
o o e e

- Cavote Punchout (1) | ~ DELL CATALOG (1)
1~ quee 1

RQ 20000800 Untitied Requisition D o ¢ Totah 4000000 vso  (Bmemery) (D

bon ram the cotelog & b vous

artes grouss. You con slee anter detade for nen-

Catates trame s By Cotegeries | Suisbacs

(e

Commesn, Cote

ARICULTURAL LQUIPPLNL. SUPPLILS & / MADICAL A LA LQUIPHINT & SUPPLILS

Al Cateqories > Uncategorized Items

{OCOMPUTERS (204A) (1)

Hewlatt-Packard (Compaq) nchout Catalog)...2044.

(Punchaut Catalog)

onse Intamations! (2)

lernment (Punchout
 Potnta Technologies (pund o = o
Catinay. soan_ oo (® eQuote functionality. reoer (unchout Cataloa)
Microsoft

~ Piedmont Office Suppliers/ Fais (1)
-20am Faizon Offica Product dba
Piedmaont Offica Suppliar

Microcomputars and

Shorten View




NG
Nemar

“our search path: Catalog » "paper recycled”

rrys—

e Faveries

_ memy

- (Eees I
=

Paper, Dust Purpose, Gy, 3006 BC content, Exact

$85.60 USD

Paper, Dual Purpose, Green, 30% PC con|
Excact.

. $85.60 USD
Qtvi 1

=)

Shon 201501100 s

Supplisr: MAC PAPERS 1

Supplier Part #: 070050
Term Contract: 8454
Available in: 20 Day(s)

8

Paper, Duzl Purpose, Gray, 30% PC content, Exact Index,
0 Sh

side by side.

o8 eleuacce | Price ¥ | Name

V- Details | Thu

Page 1 v b

Paper, Dual Purpose, Blue, 30% PC content, Exact

$85.60 USD

Paper, Dusl Purpose,

Grean, Exact Index,
Wausau, 25.5 x 30.5, 110 b, 50 right, Recycled, 500 Shts/Ctn

Supplier: MAC PAPERS IC.

Supplier Part #: 072600
Term Contract

154
Available in: 20 Day(s)

&

ntant,

e

ts/Cen

oh: Cataleg » “paper recycied
Bee W 108 g Gei % Msmuem Pise® Sams  ves Deteds | Dumicel
(S o) (Comenrs) ’ Page 1 v b
Compare Items =
o v et
ttem Image
prce seseoun seseoun seseousn

Paper, Dual Purpase, Gray, 30% BC

Paper, Dual Purpase, Green, 30% 6C

Paper, Dual Purpose, Blue, 30°
e, W

o e

[— S e ey | e Sl e By | ST e
s B Hoa

oo o o o

e Fiees o

p o o o

| tnformation from suppler

Paper, Dual

$85.50 usD

0% BC content, Exact Index.
90 Bright. Recycled. 300 Shw/Ctn

Qw1

Weemst

RQ20000826: Untitled Requisition

IV 1tems: 0 Total: $0.00000 USD.

Full Description:

M=o < de=cription for this it=rm ]

Commodity Code:

Supplers [ o
Locations (no value)
Bid Number: o

Supplier Part Number:

Recycled Content?

Item Classification:

Contract Typa:

Blankst Purchase?

T Quantiy:

Unit of Maszur

50.00 UsD
Other +

Tex Amount: 50,00 USD

Amount: 50.00000 USD

1f you cannot locate an item in the catalog, request a non-catalog item using the fields below. flon-catalog items may take longer to process ... ¥




Weemst

n IV 1tems: 0 Total: $0.00000 USD.

RQ20000826: Untitled Requ

Full Deseription: - - Quantity: i
Commodity Code: *|035:03 - Asronsutical { D)
204-35 - Duplicators, DVD,
Supplier: 541-87 - Turbine Maintenane.
Location: 56815 - Back Flow Pravente.
015-21 - Berry Crops
Bid Number: e
" e e
Supplier Part Number: Bl Sesrch for more.

1f you cannot locate an item in the catalog, request a non-catalog item using the filds below. flon-catalog items may take longer to process

Recycled Content?

Item Classification:  Good

Contract Typa: No. -

Blankst Purchase?

(Update Tom1)

N o
| Choose Value for Commdity Code |
RQ2000 i, o + E
1 you o N
Full Des] | Hame # ©
¥ Al Commodities aw =

Comme) - oos-

¥ 005-00 - ABRASIVES o
Suppliey » 010-00 - ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES -

)
Locatior
015:00 - ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MAGHINE SUPPLIES: CHEMICALS, 033~
Bid Nurr| ¥ ks, pAser, eTC. 00 Select
Supplie | ¥ 015-00 - AGRICULTURAL CROPS AND GRAIIS IHCLUD
Recycl
01921 - Bany Crops
ttam cif
Contraci 019-24 - Buckwheat
Blanket,
| 019-32 - Cotton [Total
NGt
NG e

u
R
o
Commi A\ to find the right code.
o
Suppil] | ¥ A Commed AL [osiea] (g
Locati 00500 - ABRASIVES. l pos
s L
neordll | PGSR e " A |
cw: 7 018100 - AGRIGULTURAL GRS AN GRS GLUDING FRUITS, MELOYS. TS, AND VEGETABLES e
g P —— : —
019-24 - Buckwheat. 1 &
L i~ 1 o
ors:32 - caton 1 [
[y ———

24



Untitled Requisition Y 1tes Total: $0.00000 USD
1F you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process ... v
Full Description: * Entar a description for this itam. ~ Quantiy: B

Unit of Messure:

commediycodes pE (o] Price Exr—al-]
Supslier: ) ax Rate: other
Locations (n0 valus) Tax Amounts  $0.00 US> | (3

8id Number: e — Amount £0.00000 UsD
Suppliar Part Numbars

Recycled Content?

Update Tota

Choose Valus for Commodity Code

RO piag: ame + 385

Name 1

¥ 385-00 - FOODS, FROZEN

365-06 - Bread

38512 - Cakes, Cookies, Dough, Pastries, atc.

38514 - Coff ECE TR e
38517 - Dairy Products, Frozen (1ot Otherwise Classified) 3517 (Gaed)
38515 - Dassarts (Except Cake and Pastn) 6518 (selet]
36530 - €502 38530
385-31 - £59% and Egg Mixes, Fresse Drisd ae5-31
385-41 - Entraes, Frasze Oriad: Mast, Poulry and Seafood 385-41 e
38542 - Entress, Meat (Indudss Beef and Pork) 38542 4
)
Choose Value for Commodity Code

Faids Hama v 385 ccmss [y

Name ©
¥ 385-00 - FOODS, FROZEN 38500
38506 - Bresd 38508
38512 - Cakes, Coolies, Dough, Pastrias, stc. ass12
385-14 - Coffea 38514
38517 - Dairy Products, Frozen (Not Otharvise Classified) A

385-18 - Dassarts (xcept Cake and Pastry) sesis (sslect]

38530 - Egs

385-31 - Eg0s and Eog Mixes, Free

385-41 - Entraes, Freeza Driad: Ma:

385-42 - Entrees, Meat (Includes &

25



[y

Untitled Requir 0000 USD

1F you cannot locate an item in tf

take longer.

Full Description * Enter | Field: Contract Name

Commodity Cada
% Contract tame 1

s |
Location: (o valy|
o s (v valg| | 0011 Corraction Entarsrias
Supplier Part Number: 020A: Tractors Agricultural
Recycled Content? O ves
0208 Tractors Lavn and Garden
g Al e U w5
Contract Type: St | 020+ Ubiy vetides
Contract
0200: Rotary Movers
- (es)
Slankat purchase?
025A: A Compressors
03141 Alr Conditionars Reom
NGt
RQ20000826: Untitled Requisition X 1tems: 0 Total: $0.00000 USD
1F you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process ... v
Full Description: * Entar a description for this itam. S quantiy :

Location: (o value) 12
8id Humbar ) a

Supplier Part lumber:

manually.

Recycled Content? Oves ® o

Item Classification:  Good

Contract Type:

)| Commodiy code: " 035-03 - Aeronautical
o e e o
Locstion (no value) el

Supplier Part Numbar:

Blankst Purchaze?

o Sl

"
Item Classification:  Good 1
NG et
RQ20000826: Untitled Requisition IV 1tems: 0 Total: $0.00000 USD
1 you cannot locate an itam in tha catalo, request 3 non-catalog itam using the fislds balow. flon-catalog itams may taks longar to process .. ¥
Full Description: * Entar a description for this itam. ~ Quantiy: B

Commadity Code:
Supplier:

Location:

&id Number:

Supplier Part Number:
Recycled Content?
Item Classification

Contract Type:

Blankst Purchaze?

jeommodity Code: * |541-87 - Turbine Maint & (Uedate Totar)
-

——— - — -
Supplier:

Location (no value)

Supplier Part Numbar:

Recycled Content e
o e
Item Ci Serice
-




o}

Tite. Unttied R equi
Bre-Encumbrance Status

On Bahall OF

Oatey Purchase Unet: [

uring toery ‘s

Tranama To Suppher> v

ot Encumbered

item levels.
=

T need this quickly

Comments:

[ visible to Supplier

Attachments

File Name

‘COMMENTS - ENTIRE EREQUISITION

ATTACHMENTS - ENTIRE EREQUISITION

Item Spec 20120325.docx Dovnload

(R34 Attachment]

size. Crestor Visible to Supplier

12.4KE  NCAS Requestor

a

B

NG e

- CommenTs - ENTIRE EREQUISTTION
ne
Treed i cuicly =
Comments:
L)
————— -I _
[ visible to Supplier
e
ATTACHMENTS - ENTIRE EREQUISITION
)
Attachments [r]
File Name 1 sz Crestor K isibie to supplier 1
ttem Spec 20120325.doo Dovnisad 1248 HoAS Requestor B 1
() -

Untitied Requistion
Bre-tncumbrance Status:  Not Encumbered
On Bahall OF

CAS S eauenter L
Oalay Purchase Untt: 0 E ]
Buring ntry ‘s ()
Tramamt To Suppiier? ¥
"y COMMENTS - ENTIRE EREQUISITION
e T need this auickly

Comments:

v

[—

ATTACHMENTS - ENTIRE EREQUISITION

quisitions will appear in the

eRe!
“History’ Tab for reference.

(R34 Attachment]

Attachments m
File Name 1 sz Crestor B Visivie to supplier 1
Item Spec 20120325 docx Dounlozd 124K8  NCAS Requestor o

27



Tie Untitied Requamion
Pre-Encumbrance Status: Wt Encumbered
Bupng ity e

Tramsmit To Suppliar?

vy toboss © Ansls Label.
Lne Thema (1) senosasn O
. Type Desciption Supplar Sort Mymber QU Unit P

G Colevioto, Mand Hald. B
I Sharp. BL-24058

COMMENTS - ENTIRE EREQUISITION

reply to comments as well.

Comments
Visible to Supplier
NCAS Bequestor  Plesse spprove this quickly [a]

[Tuesday, March 20, 2012 at 1:15 V] o —

L | (==

ATTACHMENTS - ENTIRE EREQUISITION

[ [
Summary  Approval Flow | Orders Recem:sm

purposes.

N C E-Procureme
@

your service

User Profile Maintenance

28



User Profile — What’s New

¢ The ‘User Name’ and ‘Email Address’ fields are populated
from NCID.

¢ Users will no longer be able to change their passwordsin NC
E-Procurement. They will need to use the existing NCID
functionality.

Delggsi2 authorey = 2
Home Dashboard - contigiraTabs &) Retash Contant

otification preferences
eset default preference

Required Action

Order 10: Welcome to
NC

Legacy
Document
1d:

Purchase Order

Racaipt
T RQ20000826 U...d
Requisition

User Profile Opportunities.

RQ20000806 U...d i
Requisition More. (

(CAS Raquestor Labal
1)

RQZ0000734 D...

=

NG

s ; — o T——
NCe-procuremem A5 ! 8 A
—— @vour sorke

BREA Nabos
Home Dashboard contigiraTabs &) Retash Contant

Common Actions

Required Action

[ Create

Requisition

——

Receive

s Catalog

Requisition

Purchase Order

Treceiyvened | email address by using
= Change Your Profile option.

T RQ20000826 U...d

Requisition User profile
RQ20000808 U...d HCAS Requestar Label [
Requisition More... &3]

RQZ0000734 D...

29



=

UPe75: NCAS Requestor

Personal Profile

(@ personal 1nfa
PERSONAL PROFILE INFORMATION - USER PROFELE
e o e
g Jrame: Nere Rt
Ea I

(@) Accountiship

@) A E Supervisor 5
B sl Tos B
e un
Sroups: (no value)
Roles: NGAS Requestor, Gentral Receiver

Parmissions: (o value)

(%) indicates a raquired fisld

pulled from NCID and populated in NC
E-Procurement. Changes must be
made in NCID first.

Administration

e

Administration — What’s New

e Security and EPLite Administrators will only be able to create
users after the user’s NCID User ID has been identified or
created.

¢ When a user moves to a new Entity, the NC E-Procurement
Help Desk will be able to move that user from one Entity to
another.

— The User’s Entity must be updated in NCID first.

¢ Security and EPLite Administrators will no longer be able to
reset user passwords in NC E-Procurement.

e Administrators can still create new addresses.

30



Weemst

J  create

aR=cuisition
-

AddressMaintanance
UserMaintenance
-

bt

oo

Home | Logout

Vistmme NEAS Mt

"7 configure Tabs ) Refresh Content

0 Manage —
Receive Cries o Welcome to NC
Kepots E-Procurement

eRequisition Version 2.0!
s e Don't forget to visit the
Purchsse ord Page to find
Job-Aids and Training
Recently Viewed Receipt Opportunities.
N o
Usa1s: Untitled
User it

Tile
Complete
) [ J=o

@ s

Enter a title.

Title: Untitied UsarMaintanance

Lo e o e e o e

[ ] &

Weemst

@ Somelete

() summary

/ 1) Title

ou are trying to add.

o 4

S
e e ek

| Qe NCAS Reaquester

NCAS.Requester@nc.gov
- -

[(rone scleaes) O]

Ship To:

e ) B

Groups: (select a value) [ select ] 1
I-kM‘- LT TISE e ——

purposes.
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@ your service

mmary

Summary

The new NC E-Procurement version is designed to
make it easier to access the things you need to do
each day.

The number of steps to create an eRequisition has
been reduced.

The catalog search capabilities have been improved.
Search capabilities are easy to access and have been
enhanced.

Reports are available to track activity in NC E-
Procurement.

Logging In

Dashboard & Navigation

Searches

Requisitions
User Profile Maintenance

Administration

[

For More Information

* Go To: eprocurement.nc.gov/Training.html to:
* Access over 450 pages of Job Aids
* Take Web Based Training courses

* Contact the NC E-Procurement Help Desk:

« Email: ephelpdesk@its.nc.gov
* Phone: 1-888-211-7440, option 1

Logging In
Dashboard & Navigation

Searches

Requisitions

User Profile Maintenance

Administration

32



